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Overview of Project Setup

Projects perform a Project Information Setup shortly after installing VACMAN and as needed thereafter. Project
Setup is divided into three sections: Customized, Project Windows, and Forms.

Project Setup
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Customized Setup Overview

Projects are required to perform a Customized section setup at least once after installing VACMAN. The
Customized section setup involves:

e Registering your project

e Defining names for customized windows and fields

e  Defining calculations and default options for the Enroll Demographics window

e Defining calculations and default options for the Doses Administered window

e Establishing Miscellaneous default behaviors for various windows

e  Entering commonly used Zip codes

e  Entering commonly used Counties

e Setting up Depots

e  Setting up Manufacturers

e Entering Vaccine information

e Entering Funding information

e Viewing CDC Contracts

Registration Tab

Use the Registration tab to enter specific information about your project. Except for contact information, it is
uncommon for this information to change once it has been entered.

i Setup - Data Options

gct | YOUR STATE'S IMMUNIZATION PROGRAM J
ct | YOUR PROJECT MANAGER./ CONTAT |

S [ 123 MAIN STREET |

Swez
[wanon —Ste fon

(555) 5551212 ension [

(655) 5651212 |
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Registration Field Descriptions

Field Use this field to enter:

Proj ect Your project's name.

Contact The name of your VACMAN end-user who answers questions about your project's VACMAN
account.

Address Your project's physical address. This field should not be confused with your project's depot
address.

City The city in which your project is located.

State The state in which your project is located.

Zip code The zip code in which your project is located.

Phone Your project's main phone number or the direct phone number to your VACMAN contact.

Extension The extension number of your VACMAN contact.

Fax The fax number for your VACMAN personnel.

Email The email address to your project's VACMAN contact.
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Define Names Tab

Use the Define Names tab to customize names of various fields that appear within the Enroll Provider, Edit
Physician, Doses Administered, and Inventory windows. Also, you can add unique titles to your customizable
pop-up windows. These customizable field and window titles are divided into these general sections: provider,
physician, additional inventory field and label names for additional doses administered fields.

i Setup - Data Dptions ==

Setup - Define Names

Registration Enroliment | Doses Admin | Misc

B AR DISTRICT Label Names for additional
Provider category 1 |SOLO/GROU Doses Administered fields:

Provider category 2 | PEDFAMIN Field 1 |MEDICAID
Provider category 3 | OTHER Field 2 !UNINSURED

Provider category 4 Field3 [UNDERINS |
Provider category 5 Field 4
Additional Provider 1D field m Field 5
PhysicianiD [FACILTYID | Field 6

Physician other 1 |PHYS ID Field 7
Physician other 2 |MEDIC GROU Field 8 |
Additional inverntory field | ORDER NO.

Provider Section

The Provider section allows you to name three types of fields and windows: Subdivisions, Category, and one
additional field. To name fields in any of these sections, click the Edit button, enter the new field names, and
click the Save button.

Subdivisions

Entering a value in the Subdivisions field serves two purposes: it names the respective field in the Enroll
Providers window, and titles the Subdivisions window. The Subdivisions window is used to enter contact
information, a code, and a description for the subdivision.

Use the Subdivisions window to record contact information relative to the regions or subdivisions that your
project distributes vaccines. The records you enter in this window become available in a drop-down list
wherever a Subdivisions field is present.

Provider category fields, 1-5

The Provider Category fields (1-5) are displayed on the Enroll Provider window. When you name these
fields, you will see the names appear as their respective field titles on the Enroll Providers window.

In addition, you will see the names you assign to these fields appear as the names of the Category links on
the Setup tab on VACMAN at a Glance.

Finally, the names you assign to these fields will also be used as the names for their respective windows
when you click on those links. The values you enter in these windows become the selections you can choose
from in their respective fields on the Enroll Providers window.

Additional Provider ID Field

The Additional Provider ID field can be named and used in any way that is appropriate to your project. The
value you enter for this field names an additional field on the Enroll Provider window. After naming this
field, you can go to the Enroll Provider window and type in any text or numeric value for the field.
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Physician Section

Use this section to name three fields: Physician ID, Physician other 1 and Physician other 2. All of these fields
appear on the Edit Physician window with the titles you enter in this section. Projects often rename the ID field to
"Tax ID #" or "Medicaid #£" Physician other 1 and 2 can be used in any way that is appropriate to your project.
For example, you might want to name these fields "License #" and "Pub/Priv" where you could record the
physician's license number and whether the physician is a public or private practitioner. After naming these fields,
go to the Edit Physician window and type in any text or numeric values.

Label names for additional doses administered fields

Use this section to name up to eight miscellaneous fields that appear on the Doses Administered window.
Medicaid eligibility, uninsured, underinsured, and American Indian are names often given to the miscellaneous
fields. After naming these fields, use the Doses Administered window and type in any numeric value.

Additional inventory field

Use this field to name one additional inventory field called Field 1. This is for Non-CDC Inventory. This field
appears on the Bulk Orders window and Non-CDC Inventory window.
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Enrollment Tab

Use the Enrollment tab to establish the default options and statistical percentages for the Enrollment
Demographics window.

The three main sections to the Setup-Enrollment window are:
1. Enrollment Defaults - Determines the default behaviors for fields on the Enroll Demographics window.

2. Profile Defaults - Determines the total number of doses a Provider can order based on the total number of
non-VFC eligible children who need immunizations.

3. Profile Data - Determines the sources in which your project derives its percentages in the Profile Defaults
Section.

1 Setup - Data Options 1 =0 S

Registratian | Define Mames  :  Enraliment 1 Doses Admin | Misc

Setup - Enroliment

¥ Calculate G317 Eligible enrollment automatically?
[+ Calculate State elinible enrollment automaticalby?
[ Enrollment data for persons older than 18 vears?

Defaults for provider profile enrolliment data:
Non-YFC children eligible for:

Public Private P
+ Apply these defaults to
G317 30 % I 0 % future profile updates
State 70 % | 100 %  Apphyto ALL profiles

Total non-\VFC 100 o 100 2%

Type of data used to deterrnine profe (chreck all that apply):

Ca Benchmarking [ E¥accine Replacement
" B Medical Claims [ FDoses Administered
" € Provider Encounter [~ G Prior Ordering

" D Registry [~ Z Other

Setup Enrollment Field Descriptions

Field | Description

Enroliment Defaults

This section allows you to select default behaviors for fields on the Enrollment Demographics window.

Calculate When you select this field, VACMAN will automatically calculate the number of children that
G317 are eligible for using G317 funding in the Enroll Demographics window.

Calculate When you select this field, VACMAN will automatically calculate the number of children that
State are eligible for using State funding in the Enroll Demographics window.

Older than 18 | When you select this field, VACMAN will automatically calculate enrollment data for eligible
years candidates who are older than 18 years in the Enroll Demographics window.

Population Estimates

This section establishes the total number of doses a Provider can order based on the total number of non-
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Field Description
VEC eligible children who need immunizations.
G317 Public This field is used to enter a percentage that represents the number of children in a population
who qualify to receive vaccines using G317 public funding.
G317 Private | This field is used to enter a percentage that represents the number of children in a population
who qualify to receive vaccines using G317 private funding.
State Public This field is used to enter a percentage that represents the number of children in a population

who qualify to receive vaccines using State public funding.

State Private

This field is used to enter a percentage that represents the number of children in a population
who qualify to receive vaccines using State private funding.

Apply to
updated
profiles

This field is used to apply the above percentages only to profiles that are updated after the
current date.

Apply to all
profiles

This field is used to apply the above percentages to all profiles.

Source Data

This section allows you to select the sources from which your project derives its percentages.

Benchmarking

A process of collecting data over a set time frame (preferably three months), which are used to
calculate an estimation for the same data over a larger time frame (usually a one-year period
following the benchmark).

Medical
Claims

A retrospective collection of data derived from medical claims that are used to calculate an
estimation for the same data over a larger time frame (usually a one-year period following the
benchmark). This data can be collected from a one-year time frame, or from benchmarking
any period of time.

Provider
Encounter

A retrospective collection of the number of children who went to a specific Provider,
regardless of whether or not they received any immunizations. This data can be collected from
a one-year time frame, or from benchmarking any period of time.

Registry

Registry represents the State Immunization Registry. States store information (including the
number of immunization vaccines given to children) into a statewide electronic database called
a Registry. Projects can use the electronic data to determine their vaccine enrollment data for
the State. This data can be collected from a one-year time frame, or from benchmarking any
period of time.

Vaccine
Replacement

A retrospective collection of the number of vaccine doses that a project distributes to a
Provider. This data are then used to recalculate the number of doses the Provider administers.
This data can be collected from a one-year time frame, or from benchmarking any period of
time.

Doses
Administered

A retrospective collection of the number of vaccine doses that a Provider administers
regardless of the funding. This field differs from the Registry field by the medium in which
the data are collected. (Doses Administered data is derived from paper-based records whereas
Registry data is derived from electronic records). This data can be collected from a one-year
time frame, or from benchmarking any period of time.

Prior Ordering

A retrospective collection of the number of doses that a provider ordered over any period of
time to determine the number of doses a project should send to that provider over a following
year (without requiring the provider to order). This data can be collected from a one-year time
frame, or from benchmarking any period of time.

Other

A retrospective collection of any data that is derived by a method that is not listed in the
Source Data section, and used to calculate estimates for the same data in a following year. This
data can be collected from a one-year time frame, or from benchmarking any period of time.
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Doses Administered Tab

i Setup - Data Options M=l e

|

Registration | Define Marmes | Enroliment | Doges Admin | Mizc

Setup - Doses Administered

™ Use alternate form with anes displaved across the form

[¥ Enable sector (public or private vaccine) field
[~ Enable dose in series field
[ Repeat vaccine from last record

[ Jump past all age groups to unknown - all providers
[~ Jump past all age groups te unknown - private providers only

I+ Jump to age 1 year if dose = 4 or greater

I Jump to age 1 year for MMR and Varicella vaccine

I Jump to age (6-2 or 7-10) years for Tdvaccine

r Jump from age {5 or 3-5) to unknown for Hib vaccine

[ Jump from age (6 or 6-9) to unknown for DTP,DT,DTaP,0PV.EIPV

[~ Jump from age {15-19 or 13-18) to unknown for all vaccines except Td

To define Label Names for Doses Administered Usar Defined Fieids:
click an "Oefine Names"tab at the top of this form.

Use the Doses Administered tab to establish the default options for calculations and navigation in the Doses
Administered window. Use the options in this window to:

10

Use an alternate Doses Administered form that displays the age categories in a row across the page rather
than in vertical columns

Enable or disable the field that determines whether a vaccine is public or private
Enable or disable the field that determines how many doses are given in a series

Always repopulate new Doses Administered windows with vaccine information (repeat vaccine) that
was entered in the previous record

Jump past all of the age group fields to the Unknown field for all providers

Jump past all of the age group fields to the Unknown field for private providersonly

Jump to the 1 Year field if the number of doses in a series is equal to 4 or greater

Jump to the 1 Year field for all MMR and Varicella vaccines

Jump to the (6-9 or 7-10) Year field for Td vaccines

Jump from the (5 or 3-5) Year field to the Unknown field for Hib vaccines

Jump from the (6 or 6-9) Year field to the Unknown field for DTP, DT, DTaP, OPV and EIPV vaccines
Jump from the (15-19 or 13-18) Year field to the Unknown field for Td vaccines
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Miscellaneous Tab

Use the Miscellaneous tab to establish the default options for calculations and navigation in the Doses
Administered window. Use the options in this window to:

11

Allow your project to place Varicella orders

Display a warning if an order duplicates the distribution date, PIN, and vaccine type of an order that was
previously entered for a provider

Allow your project to place Bulk orders

Define how the Provider pop-up window displays its data (either by the Provider's name, PIN, or
additional information)

Enable the lot number to be keyed into Provider Inventory

Define how many days your project will allow for a short date for vaccine

! Setup - Data Options M= E3

Fegistration | Define Mames | Enrallment | Doses Admin  Misc

...............................

Setup - Miscellaneous

—Distribution of varicella vaccine via Merck & Co.
[¥ Enable provider orders of varicella via Merck

—Distribution from a Project Vaccine Depot

[Z Display warning message if a record already
with the same distribution date, PIN and vaccine

— Imventory of a Project Depot
[¥ Enable bulk orders via CDC to Project Depot{s)

—Provider Pop-Up Lists —— — Provider Inventory data entry —
isplay By: [ Enable lot number field
" hy Name
& hyPIN —Short dating vaccines
by Additional ID 20 How many days before
expiration to short date?
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Zip Codes Setup

Use the Zip Codes window to enter and store all of your frequently used zip codes. In addition to each zip code
number, you can record the associated city, county, and state. The records you enter in this window become
available in a drop-down list wherever a Zip Code field is present.

i Setup - Zip Codes s E

Zip Codes [ifwset=s 7]
Zip Code  [46001
City | aLEXANDRIA
County  |MADISON
State N
Zip Code  |City County [state -
46001 |ALEXANDRIA MADISON N
46001 |DUNDEE MADISON N
46001 |INNISDALE MADISON [N
46001 |LINCOLN HEIGHTS MADISON I
46001 |LINWOOD MADISON [n
46001 |MCCARTHY ADDITIO MADISON N
46001 |MONROE MADISON N
46007 |FORT WAYNE ALLEN [N
46011 |ANDERSON MADISON I
46011 |COUNTRY CLUB HEI MADISON [n
46011 |EDGEWOOD MADISON N h

How to Add a Zip Code
Step | Action
1 From the Setup tab in VACMAN at a Glance, click Zip Codes.
2 Click the Add % button in the toolbar.
3 Enter information in the Zip Code, City, County, and State fields.

4 Click the Save [El button in the toolbar. The new record is in the table below the fields.

How to Edit a Zip Code

Step | Action
1 From the Setup tab in VACMAN at a Glance, click Zip Codes.

2 To select the record you want to edit, either use the navigation buttons in the toolbar or select
P a record in the table at the bottom of the window.

3| Click the Edit B button in the toolbar.
4 Change the information in any of the fields.

Click the Save Iml button in the toolbar.

How to Delete a Zip Code

Step | Action
1 From the Setup tab in VACMAN at a Glance, click Zip Codes.

2 To select the record you want to delete, either use the navigation buttons in the toolbar or select
P a record in the table at the bottom of the window.

3 | Click the Delete . button in the toolbar.
4 | At the confirm deletion message, click OK to confirm you want to delete the record.

"Deleted record" appears in red text at the top of the window. This indicates that the record has
been marked for deletion. However, the record will not be removed from the system until you
Pack your data.

12
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Counties Setup

Use the Counties window to enter and store all of your frequently used counties. The records you enter in this
window become available in a drop-down list wherever a County field is present.

\ Counties | _1O] x|
Counties
County I
COUNTY -
ADAMS
ALLEN
BARTHOLOMEW
BENTON
BLACKFORD
BOONE
BROWN
CARROLL
CASS =
il ;I_I

How to Add a County

Step | Action

1 | From the Setup tab in VACMAN at a Glance, click Counties.
2 | Click the Add button # in the toolbar.
3 | Enter a county in the County field.
4

Click the Save Iml button in the toolbar. The new record is in the table below the field.

How to Edit a County

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Counties.

2 | To select the record you want to edit, either use the navigation buttons in the toolbar or select Pa
record in the table at the bottom of the window.

3 | Click the Edit B button in the toolbar.
4 | Change the information in the field.

Click the Save Il button in the toolbar.

How to Delete a County

Step | Action
1 From the Setup tab in VACMAN at a Glance, click Counties.

2 To select the record you want to delete, either use the navigation buttons in the toolbar or select Pa
record in the table at the bottom of the window.

3 Click the Delete #%. button in the toolbar.

4 A confirm deletion message box appears. Click OK to confirm you want to delete the record.

"Deleted record" appears in red text at the top of the window. This indicated that the record has
been marked for deletion. However, the record will not be removed from the system until you Pack
your data.

13
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Depots Setup

Use the Depots window to record information about and set defaults for your project's depot(s). The records you
enter in this window become available in a drop-down list wherever a depot field is present.

Depots

YOUR DEPOT CONTACT

123 MAIN STREET ine W|
SUITE 2200 _ | <t i|

MAGNOLIA | I -
ﬂ ; . x |i558) 555.1212 |

EMAIL@XYZ.XYZ

YOUR DEPOT CONTACT

123 MAIN STREET

SUITE 2200 (555) 555.1212 |
MAGNOLIA i > -|

| [ 655 5551212 |

14
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How to Add a Depot

Step Action

1 From the Setup tab in VACMAN at a Glance, click Depots.

Click the Add “® button in the toolbar.

2
3 Enter information in the Main and Addresses tabs.
4 To enter notes about the depot:

1. Click the Memo button on the main tab.
2. Click the Edit B button in the toolbar.
3. Enter your notes.

4. Click the Save Iml button in the toolbar.
5

Close the Notes window.

5 Click the Save l& button in the toolbar.

How to Edit a Depot

Step | Action

1 From the Setup tab in VACMAN at a Glance, click Depots.

Use the navigation buttons in the toolbar to select the depot you want to edit.

Click the Edit Ig? button in the toolbar.

2
3
4 Enter information in the Main and Addresses tabs.
5 To enter notes about the depot:

1. Click the Memo button on the main tab.

2. Click the Edit B button in the toolbar.
3. Enter your notes.

4. Click the Save [ button in the toolbar.
5. Close the Notes window.

6 Click the Save Isal button in the toolbar.

How to Delete a Depot

Step | Action

1 From the Setup tab in VACMAN at a Glance, click Depots.

2 Use the navigation buttons in the toolbar to select the depot you want to delete.

3 Click the Delete #. button in the toolbar.

At the confirm deletion message, click OK to confirm deletion the record.

[, NN

“Deleted record” appears in red text at the top of the window. This indicated that the record has
been marked for deletion. However, the record will not be removed from the system until you
Pack your data.

15
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Manufacturers Setup

Use the Manufacturers window to enter and store information about all of the manufacturers that your project uses.
The records you enter in this window become available in a drop-down list wherever a Manufacturer field is

present.

| :sewp-Manufactrers _____________ EEEK
~ Manufacturers [

! Code ICDNN

Short Name |

Long Hame ICONNHUGHT LABORATORIES

HL? Code IPMC Other Code I

Code Short Mame Long Mame HLY Ccl;
! COMNN COMMAUGHT LABORATORIES |PMC

LED LEDERLE LABORATORIES

MSD MERCK SHARF ANMD DOHME  |MED —

HABI MORTH AMERICAN BIOLOGICAL

SkB SMITHELINE BEECHAM SKB

PRAXIS LEDERLE-FRAXIS WAL

WHYETH WYETH PHARMACEUTICALS WAL
ARMOUR ARMOUR PHARMACEUTICALS |AVE
rAIEIEIO'I‘I' | ABBOTT LABORATORIES ~B _|LI

4 3

How to Add a Manufacturer

Step
1 From the Setup tab in VACMAN at a Glance, click Manufacturer.
2 Click the Add 5 button in the toolbar.
3 Enter information in the Code, Short Name, Long Name, HL 7, and Other Code fields above
the table.
4 Click the Save &l button in the toolbar. The new record is in the table below the fields.

How to Edit a Manufacturer

Step | Action
| From the Setup tab in VACMAN at a Glance, click Manufacturer.
2 To select the record you want to edit, either use the navigation buttons in the toolbar or select
P arecord in the table at the bottom of the window.
3 | Click the Edit B button in the toolbar.
4 Change the information in any of the fields above the table.

16

Click the Save [&l button in the toolbar.
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How to Delete a Manufacturer

17

Step | Action
1 From the Setup tab in VACMAN at a Glance, click Manufacturer.
2 | To select the record you want to delete, either use the navigation buttons in the toolbar or select
P arecord in the table at the bottom of the window.
3 | Click the Delete #* button in the toolbar.
4 | A confirm deletion message box appears. Click OK to confirm you want to delete the record.
5 | "Deleted record" appears in red text at the top of the window. This indicated that the record

has been marked for deletion. However, the record will not be removed from the system until
you Pack your data.
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Vaccines Setup

Use the Vaccines window to add new vaccines to your database and set default definitions for each vaccine. The
records you enter in this window become available in a drop-down list wherever a Vaccine field is present.

i Setup - Yaccine Types M= B3
. L Updated 07/09/2001
UnSorted -
Vaccines [ By GWEN

VYaccine Code |FLU Shortcut {for entering new records) I
Description |5PLIT VIRUS INFLUENZA WACCINE (TYPES A & B)
Hame to appear on immices & ordering forms IFLU Vaccine Sort -
Sort order {for some reports & forms) | 75 FLLU 75
Active (includ lists of vaccines)? [Y DTAP L
e (include on pop-up lists of vaccines)? OT 3
Available for distribution to whom? IPuhIic and Private j TD
Minimum provider order {doses) I 10 EIPY
RABIES an
Maximum doses administered IT RIG 21
— Uagd for lYaccing Relrder Recormendations Report — “E a3
Stock level (number of days to keep on hand) 60 JE 2q
Order frequency (days between orders) 30 JE 39
Delvery time {average number of days) 10 DIE b
- —1 CTP-HIB 16| |+
Reorder point {in number of doses) 0 I = I = I:I

—— For ImporExport data exchange:
HL? Code |15 Other Code I CPT Code 920657

HL? Full Hame Influenza virus vaccine, split virus {incl. Purified surface antigenj)

How to Add a Vaccine

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Vaccines.

Click the Add “® button in the toolbar.

Type in the vaccine's code, shortcut, and description within the first three fields, respectively.

2
3
4 | Change any default information for that vaccine in the fields below the Description field.
5

Click the Save Isal button. The new record displays in the table on the right side of the window.
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How to Edit a Vaccine

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Vaccines.
2 | Use the navigation buttons in the toolbar to select the record you want to edit.
3 | Click the Edit B button in the toolbar.
4 | Change the information in any of the fields.
5 | Click the Save &l button in the toolbar.

How to make a Vaccine inactive

19

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Vaccines.
2 | Use the navigation buttons in the toolbar to select the vaccine you want to make inactive.
3 | Click the Delete #. button in the toolbar.
4 | At the confirmmessage, click Yes to confirm you want to make this vaccine inactive.
5 This vaccine is now marked as inactive and will not show up on the pop-up list of available

vaccines.
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Funding Setup

Use the Funding window to enter and store information about all of the funding that your project receives. The
records you enter in this window become available in a drop-down menu wherever a Funding field is present.

+ Setup - Funding =i B2
Updated |/

Funding By
Funding Code [1 Short Name [WFC

Full Name IUACCIHE FOR CHILDREN PROGRAM
Amount Date II]1II]BI1QQQ Total Adjustments 0

Amount I 0 Orders 35374530

Balance -35374530

Adjustments:

Adj Date Description Armount —

How to Add Funding

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Funding.

2 | Click the Add # button in the toolbar.

Note: You cannot add records with funding codes 1, 2, or 3. These codes are used for VFC,
G317, and State funding.

Enter information in the fields above the table.

4 Click the Save Iml button in the toolbar. The new record is in the table below the fields.
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How to Edit Funding

Step | Action
1 | From the Setup tab in VACMAN at a Glance, click Funding.
2 | Use the navigation buttons in the toolbar to select the record you want to edit.
3| Click the Edit B button in the toolbar.
4 | Change the information in any of the fields above the table.
5 | Click the Save Il button in the toolbar.

How to Delete Funding

Step | Action
1 From the Setup tab in VACMAN at a Glance, click Funding.
2 | Use the navigation buttons in the toolbar to select the record you want to delete.
Note: You cannot delete Federally assigned funding.
3 | Click the Delete #% button in the toolbar.
4 | At the confirmdeletion message, click OK to confirm you want to delete the record.

"Deleted record" appears in red text at the top of the window. This indicates that the record has
been marked for deletion. However, the record will not be removed from the system until you
Pack your data.

How to Add Adjustments for Funding

Use the Modify Adjustments (MODIFY ADJ.) button to make adjustments to funding you have assigned within
VACMAN.

Step

Action

1

From the Setup tab in VACMAN at a Glance, click Funding.

Use the navigation buttons in the toolbar to select the record you want to add funding adjustments.

Click the MODIFY ADJ. button.

Click the Add & button in the toolbar.

Key in adjustment date, description and amount.

DN || B W]

Click the Save [l button in the toolbar. The new record is in the table below the fields.

How to Modify Adjustments for Funding

Use the Modify Adjustments (MODIFY ADJ.) button to make adjustments to funding you have assigned within

VACMAN.
Step | Action
1 From the Setup tab in VACMAN at a Glance, click Funding.
2 Use the navigation buttons in the toolbar to select the record you want to modify.
3 Click the MODIFY ADJ. button.
4 Select > the record you want to adjust in the table at the bottom of the window.
5 | Click the Edit B button in the toolbar.
6 Change the information in any of the fields above the table.
7 Click the Save Imal button in the toolbar.
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CDC Contracts (view only)

Use the Contracts window to view the current contracts that CDC has with vaccine manufacturers. The Contracts
window is view-only and is automatically updated in VACMAN by CDC. Contract information includes:

e  Vaccine name

e Vaccine description

e  Manufacturer name

e NDC number

e CDC contract number

e  The dates that the contract starts and ends

e  The number of doses per package

e  The cost per dose

e  The minimum number of doses that are required per order

» CDC Yaccine Contractz [Yiew Only)

CDC Contracts
Vaccine IDTnP Supplier I.IWENTIS

Description |nmp WO THIMEROSAL, 10 ¥ 1 DOSE VIAL PACKAGE
NDC No |49231-293-1u
CDC Contract |2uu-2uuz-uu3ﬁ4

Doses Per Pkg 10
Cost Per Dose

I 13.2500
Minimum Order 50

22

Contract Starts IIBII]?IEI]I]E Endsll]3f31r2I]I]3

Yaccine Supplier DosePkg |CostDose  (Starts Ends (1;
rIZJTAF' AVERMTIS 10 13.2500(03007m02 0331503 ]
CTAP SkB 10 11.7500(03007m02 0231503
DTAP Skb 24 12.2000(0307 02 naratra
CTAP-HIB AVENTIS A 23.4000(04m01002 0331503
EIFv AYENTIS 10 a.8000)04m1r02 0331503
EIFv AYENTIS 10 a.8000)04/m1r502 0231503
FLL AVENTIS 10 5.5250)04/26502 n1r31r03
HEF A mMS0 10 11.15800(0401002 0331503 ;
HEF A mMS0 10 11.15800(0401002 0331503 ;
I HEF A SkB 1 11.1500(0401002 0231503 ]
1] b
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Setup for Forms

Ordering forms and Shipping Invoices are frequently used when ordering vaccines and managing vaccine
inventory. However, once established, instructions for invoices and forms seldom change. Forms setup involves:

o Assigning defaults to ordering forms and shipping invoices
o Entering the instructions to be printed with ordering forms and shipping invoices

¢ Determining the number of invoice copies to print and to whom each copy is distributed

Shipping Invoices

Use the Shipping Invoices window to determine the number of invoice copies to print and to whom each copy is
distributed, enter the instructions that you want to be printed with each shipping invoice.

If your project depot is shipping vaccine, you will need to print shipping invoices. You have the option of printing
up to three copies of the invoice for each order. You can print these copies with or without shipping instructions.
CDC recommends printing these with shipping instructions, since you can give providers additional information
about the order.

Note: Full file layout and condensed file layout has to do with saving the file to a different format (.dbf, xls, .txt)
or for exporting the data. If you save it to a full file format, you will have 45 fields, which include optional user-
defined fields. If you save in a condensed file layout, you will have 29 fields.

+ Shipping Invoices | _ =) =]
To print only one copy (original copy), enter information in the 1st Copy Line onhy.
The Form Hame will generalhy he "Shipping Invoice™ for all copies

Copy Title (Top Line): Form Hame (3rd Line):
1st Copy: ||:rl‘ﬁ[:e copy |5hipping Imvoice #1
2nd Copye | |
Jrd Copye | |
Selected Invoice Form: | Imvoice without Instructions B

Instructions {used when Selected Imwice Form is “Imvoice With Instructions™):
|IMPORTA.NT HOTES ON RECENWING YACCINES:

1) Check temperature, shelf life and condition of each package.
2) Check quantities, lot numbers and expiration dates against invoice.
3) Varivax in freezer and all other vaccines in fridge.

AL Malra corn that aarlinet avkiratinsn datne arn s frant of cdoraan LI
CALL THE IMMUNIZATION PROGRAM IMMEDIATELY AT 1-888-747-4687 ABOUT ;I
DISCREPANCIES BETWEEN THIS INVOICE AND WHAT YOU ACTUALLY RECENED. View

When vaccines are spoiled or expired or lost to use for any reason, notifiy the

Immunization Program. DO HOT discard spoiled or expired vaccines without
nntifidnn tho ISMAN

& Full file layout " Condensed file layout
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How to Edit a Shipping Invoice

24

Step Action
1 From the Setup tab in VACMAN at a Glance, click Shipping Invoice.
2 Click the Edit B button in the toolbar.
3 Enter who the copies go to in the Party field.
4 Enter the title of the form in the Title field.
5 Select which invoice you want to use from the I nvoice field.
6 Click the Edit B button next to the instruction text boxes to enter or edit instructions.
7 | Click the Save lsl button in the toolbar.
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Order Forms

You can send vaccine order forms to your providers. Options include a basic order form, plus doses on hand,
wasted doses and information sheets.

i Provider Ordering Form Options

Select the Ordering Form:

Frovider Qrdering Form 2 = Form 1 plus Doses on Hand j

Instructions (printed under the heading "INSTRUCTIONS FOR
COMPLETING THIS FORM™ on the order formj:

=)

Please fill in the number of doses that you are requesting for these two
vaccines.

How to Edit a Form

Step Action
1 From the Setup tab in VACMAN at a Glance, click Order Forms.

2 Click the Edit Ig? button in the toolbar.

3 Select which form you want to edit from the Form field. Forms include:
* Provider Ordering Form 1 = Basic Data

* Provider Ordering Form 2 = Form 1 plus Doses on Hand
* Provider Ordering Form 3 = Form 2 plus Wasted Doses

* Provider Ordering Form 4 = Form 3 plus Info Sheets

4 Enter, change, or delete 7 the instructions you want to edit.

5 Click the Save [El button in the toolbar.
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Provider Categories

The Define Names tab under the Customized Section is where you name category windows and various fields
according to your project's needs.

After you have named the category windows, you can click on their new customized links (under the Project
Windows section) to customize the data within the windows.

For example, you might name one of the windows "Specialties" and, within the window, assign specific codes to
different specialties (like Pd=Pediatrician, Gp-General Practitioner, etc.).

1 Setup - Subdivisions P B |

District Ellosoea ]

Short Name AREA 1

Long Name  |NORTHWEST STATE

Optional Data

Contact JOHN DOE
Address 1 |123 MAIN STREET
Address2 | SyITE 2022

City MAGNOLIA State |IN = Zipcode |46312

County  |LAKE Fax [(555) 555.2121
Phone | (555) 555-1212 Ext
{SETUP - Ship To? _[ET =]l

Ship To?
Code: IN Description: ISHIP 107

Cocde Description —
MM SHIP TO?

it SHIP TO?

Y SHIP TO?

YES SHIP TO?
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